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MX-Contact for Marketing Overview

1

Introduction

The purpose of this document is to give an overview of some of the functionality that is available

in the Marketing Module of MX-Contact.

The Marketing Module consists of 3 main components:

«  Event Management
«  Campaign Management

e Surveys

The Base System of MX-Contact includes the facilities to produce personalized direct mailings or
e-mail shots. These facilities are also included here because of their applicability to the other

Marketing-Module specific features.

Direct Marketing & Response Management

2.1 Company/Contact Views

The facility exists to define ‘views' of Companies and Contacts that display filtered sub-
sets of the database, e.g. all ‘Customer’ Companies, all ‘Golfer’ Contacts, etc. These
views can then be used as the Target Base for a mailshot/campaign.

Shown below is an example of the Golfers view on the Contacts folder:

¥ Contacts - Microesft Outlonk : E Ll
A BR Ve Favoibcs Took Achore Halp
Bl « @ D5 % % B v Gormd Taouenee |2 - .
B - |DEER - 5L ®| wek dl=FET
[l Etrewem (3 ES) g8 ) ot B Racerc -l = @ e
Ll Contacts . [Fiker dppled) &
[ FdHane - icFlag E-mail Conpary |Fifm i Job Tits Eusness Phore | Buesiness Fas | Hom * |
ool ke o0, .. ek Lakin Fo.. . Mo biatin ] M gar
ﬂ JadeDaniels Jarkdmoraatiskes. comzn  Grest Lakes Fo... |Daniek, Jack Purchasing Marager  |+L{B0)EE.. | +1(=03] ...
""J'I_I.ml.ebl'm |Iebhor@bonapp, com.za | Bon apy’ Lebhan, Lous.., |Cwner |+3391. 244 | +TIELEA |
] Hanio Parbes (pokeehranescon.os Henen Canes (Porkes, Menio Acoourhing Henager 45500211 5., +ESI02LL. |
'!_'J Pacia Murpibe Frndphisorandnes.co.. . |G andma ellc . |Moiptry, Pegina | Saks Rupresantative |40 (313385 |41 0313] ..
’32‘,] Thomes Hardy ThormasHG ATH.can.2a Kroaed thes Hoin |Hardy, Thomas | Sales Represenbative 444 (17115, | +# [17L). .
My Shortruks
Okher Shorkruks =
M- CONCact | | Ll_
Fiter ppbed 177 Thens
8 HAME-Conkat Tnatal, . r Licarese. £t - Motapad K on Firosott 21 7| ‘_" L] & ¥, EHOAN
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2.2

2.3

Standard Outlook Mail Merge

You can use MX-Contact contacts as the data source to create a variety of merged
documents in Microsoft Word, and you can begin your mail merge from Outlook. You can
create form letters, print mailing labels, or print addresses on envelopes. You can also

send bulk e-mail messages or faxes to your contacts.

Mail Merge Contacts

Caontacts Fields ko merge
{* &l contacts in current view ¢ &l contact Fields
" Cnly selected contacts %fﬂ Conkack fields in current view

To filker contacts or change the contact fields in the current view, go to the "Wiew" menu and click
"Cuskomize Current Yiew" on the "Current View" menu,

Document File

* MNew document

(" Ewisting document: Browse, .,

Contact data File

To save this contact data For Future use or reference, specify a file name.,

[ Permanent filz: Browse, ..

il

Merge opkions

Document bype: Merge ko:

Form Letters j |New Document j

(0] | Cancel

Word Mail Merge

There are many situations where your target contact list must be filtered against criteria
from more then one folder. An example is where you need to say send a letter to all the
Marketing Managers (Contact Job Title= ‘Marketing Manager’) of all your customers

(Company Type = ‘Customer’).

To handle this situation you use MX-Contact’s reporting facilities to create an output file
say in Excel format that contains the fields in both folders that are needed for your letter.

This file is then used by Word for its standard Mail Merge type operation.
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“A Company Report with Contacts for Export (Company Address) - Crystal Report - US-ASCII

Ele Edit Wisw [neert Format Toos Actions Forn Lavout Help
& Save and Close | “lPost Reply g W | &b 0 (%X - F
Propatties CQuary Buider l Hag Fislds |

Report WameDesc: | Compary Report with Eunlfl:ls For Export (Company &ddressi|

Re=pork Type: Cryctal Report | Sub-Type: | j
OUpubiPrnt Ta: | Disk Fle | FiFaman | =]
Fle Pach/Mame:
Primare Fokder; | Companies | Fiter: |Ireccompary Type] = ‘Customer’
oy —_— b fn
1 | =l 1 S
2) | - 2) | = r r
| =l 3 -~
Folder 2: [Cantacts | Foker 2 Fiter: [[1ahTie] = Marketing Hanager
Folder | | Falder 3Fiter: |

come  |[ o
Ezacuze Peport .

Companies_Wikn_ R

[ 2

When the report is run it creates for example a file called MailList.xls. Word is then
opened, and a Mail Merge document setup to use this data file as its input source.
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File Edit Wew Insert Format
DNEHS (&R Y
B ‘Fﬁm B ‘Insertw

- show~ | &

Table  Window  Help

%" Speling and Grammar... F7 Mormal

- TiesewRoman + 1z - | B 7 U [F]
» AR R D% k.

Language

word Count. ..
Final Showing Markop

=181

Type a question for help  [=] X

lo-a- 2

) Autosummarize...

Speech 1 , i , | , i ,

Track Changes Ctrl+Shift+E
Compare and Merge Documents. ..
Protect Document. .

Online Collaboration »

Letters and Mailings [ail Merge Wizard...

Tools on the Web. .. Show Mail Merge Toolbar

Macro Envelopes and Labels. .,

Templates and Add-Ins...

Letter Wizard. ..

AutoCorrect Options. ..
Cuskaomize,

Options...

“« O w4

Sec 1 11 At 1" n1 Cal 1 REC TRK EXT OVR English (U.S5

&5

Within Word you select the file using the Mail Merge Wizard:

Document2 - Microsoft Word

Eile Edit ‘“iew Insert Format  Tools Table Window Help
DEHaE ERY 2@ o |@&|m -2 4 nm
@ FF1 B mserwordred | G2 [ EE 0 1 > mE (B %R 5.

~ Times New Roman « 12 v| B I

© Final Showing Markup

- show | E B B - D - @ 3| H .

e 2

[x]

- To sort the list, click the appropriate column heading. To narraw down the recipients displayed by a
- spedific criteria, such as by city, click the arrow next ko the column heading, Use the check boxes o
z buttans to add of remove recipients from the mail merge.

- List of recipients:

x| Last bame st Name

E-mail Address

| Company hame

e e
N Chang Francisco Centro comercial M. .
~ Schrmitt Carine France restauration
B Franken Peter Frankenversand
- Saavedra Edusrdo Galeria del gastréno. ..
- Snyder Howard Grest Lakes Food M... howards@areatiskes.c...
: Bernett Helen Island Trading
~ Steel John Lazy K Kountry Store

Rawelli Gioyvanni
Perrier Darnirique
Hizon Liz

IWI Tnsenhs Karin

1

Magazzini Alimentar. .
Spécialités du monds
Big Chesss, The
Tr\rim SneFiAlitAten

select Al

cearal | mefresh |

Brd. | e | veldate |

.

Page 1 Sec 1 i1 At 1" lni  coli

rart | | 1) @ 253

REC TRE EXT oVR Englsh(us (O

| @ee.. | Eyoe.. | GEyewm..| B | Brep... | Gyoes... |[@poc..

| Eycnvata...| Byciprog... | Gjkimec...| Ews-con...| Elreports...| @K:\Data”.”@nncumm |JData » GEYQEIITAT onos

_l&lx|
Type aguestion for help [+ /%
lOo-A- 2

@ % Mail Merge T X

Select recipients
® Use an sxisting list

3 Select Fram Outack contacts
) Type anew list

Use an existing list

Currently, your recipients ars
selected from:

[Report#Rpt4]in "Copy of mailist,xls"

Select a different lst...

d Edit recipient list...

Step3 of 6
& Hext: Writs your lstter

4@ Previous: Starting document

Jose » HEG DEBAGND 000
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2.4

2.5

You then insert Merge Fields, and mail merge to your target list using standard Word
functionality.

Direct e-Mall

24.1 Distribution Lists

The standard Distribution List functionality available in Outlook is used to create
subsets of contacts to be used for e-mail. One e-mail may then be sent to a
Distribution List.

2.4.2 Mail Merge

You can use the standard Outlook Mail Merge function to send a customized
email to a selected group of contacts. You create a standard Mail Merge Word
document, and insert the required Merge fields.

Mail Merge Contacts

Conkacts Fields to rmerge
* Al contacks in current view + Al contack Fields
" Only selected contacks (" Contack fields in current view

To filter contacts or change the contact Fields in the current view, go to the "Wiew" menu and click.
"Customize Current Yiew" on the "Current Yiew" menu,

Docurnent File

* MNew document

(" Existing document: Browse. ..

To save this contact data Far Fukure use or reference, specify a file name.

[ Permanent file: Browse, ..

Contact data File

Merge options

Document bvpe: Merge ko: Message subject line:

Farm Letters j |E-mail j |Invitatinn ko Funckion|

(0] | Cancel
3

Word Mail Merge

You can also use the Word Mail Merge facility for multi-folder target lists using the same
facility described in Section 2.3.
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3 Event Management

This module deals with the management of events and functions and the scheduling of function-
related tasks.

3.1 Events/Functions

3.1.1 Event Types
The following types of events are catered for:
e Training Course:
0 Course Name, Type, etc.
Venue Details

Lecturer Details

O O O

Attendee Details

o

Payment Details

e Golf Day
o Course Name, Type, etc.
Costs incurred

Venue Details

O O O

Client/Attendee Details (Handicap, etc.)

¢ Client Function (Breakfast, Dinner, Party, etc.)
0 Function Details
o Costs incurred
0 Venue Details
0 Client/Attendee Details

o0 Seating Arrangements

e Seminar
0 Seminar Details
o Costs incurred
0 Venue Details
0 Client/Attendee Details

o Travel & Accommodation Details
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3.1.2 Event Details

There are many details associated with an event, starting with the Event Details
Form:

= Untitled - Fwent

I Ele Edit  Wew Insert Format  Iools  fckions  Help

£ I save nd Chose igY | | 0| F 5 3 B -] e - % - -
@)
iazneral I Auta Task Creacion | Hai Merge |

Evark hzme: Stark Diste: i =]
Everk Tyre: [ - Statt Tme: Fimireain —=
Funckian Type: | End Dakes

atatus: =l End Tirne:

Trpe: |

- =1 51

Motes | companies | cantacts | Users | Costs | nppointments | Taske | Joumaks | Documents | E-mal | Capaine |

|
The Event Details form shows the following:

* Event Name

« Event Type: Conference, Golf Day, Seminar, Training Course

*  Function Type: External, Internal

. Status
* Venue
. Type

e  Start Date / Time
. End Date / Time
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3.1.3

Attendees

P Lintitled - Fwent to Contact Association

i Fle Edit Yew Insert  Toos  Actions  Hel
st ) T oS- v -

iz=neral I Trawel & Aocommodzbon | Paymant Detais |

Event: r— (oriback:
Toh Titks: |

Lo L fl>e

Compary |

Fols:

Stahe:

enue;

Room;

Tapic:

Zeat Allocation:

Motes:

This reflects the contacts that have been invited to the function and their current
status, namely Accepted, on the Waiting List etc.

The Association to that Contact also shows the following:

= Untitled - Event to Contact Association

i Ele Edit  Wew Insert Inos  Actions  Help

i [l Save pnd Close Y | [ | % o 0 - | e - ,.,l

General || Travels nccomrodztion | Pavrant Detais

Event: |Q=] Server Certificebion Cors= Corkack: |

Travel &Amrangement s;

Made of Transport: | = Transport Details

Aerival Dace: EF*, [Dakes |Non|: |N°"'-"

Disparture Date: E'T"ij Trawvel Code: | |

Cat Hire: - Diepart_re Time: |a i 5
Hre Company; [ = Arivel Time; [ - [ =i
Cher Details: |

Accormmodation Details:

Werue! | = Criakary Requraments: ﬂ
Aertval Dace: m Spadal Requiemens:

Departure Date: m

Room Wa; |

Ruoam Twpe: | -

Shearing With: | =

Travel and Accommodation Details
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o Venue

0 Arrival Date

o Departure Date
0 Room No

o0 Room Type (Single, Double, Family, Paraplegic, Sharing etc)

0 Sharing With

0 Special Requirements (sea facing etc)
o0 Dietary Requirements

0 Event Seat Allocation

I Untitled - Event to Contact Association

I Ele Edit Yew Insert  Inds  Adtons  Help
§ [l Save And Close Il | (| (| ¥ B 0Ty S~ e - !

GEneral Traval & Accommodzton | Payment Detals

Event: |Del server Certifizznon Courss Corkack: |

Fayment Method: | =] Currency: ’_L

Card Type; | =] Amoun: Dus: l_lim
Murber: | Amourk: Paid: | | 0.00
Expiry Diaten EF'—Ll Balance: l_lim

e Payment Details
o0 Payment Method
0 Credit Card Type
o Card Number
0 Expiry Date
o Currency
0 Amount Due
o0 Amount Paid

o Balance
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3.14

3.15

Suppliers/Sponsors

F® Untitled - Events to Companies Association

I Ele Edit  Yew Insert Format  Ioos  fckions  Help
i dsacindcbe B S 0 |r 23] v i

Everk: [ ol ey et fieation Course | compay: |

Felatiorship: “

ENREL B

aereice Type: |

Motes:

The standard Associated Companies folder can be used to store details of
Supplier companies.

Speakers/Lecturers

= Untitled - Event to Contact Association

i Ele Edit  Wew Insert Inos  Actions  Help
i [l Save pnd Close I | [ | & o B0 @ - | e - l
General I Trawel & Pocammodzbon | Faymant Cetais |

Bvent: |l Serves Cortificion Covrse | cotat |
Iob Titk: |

LAJERILS

Compary |

Rols:

i.::
i

Stahe:

Lol L) [

enus;

Room;

Tapic;

Zeat Allocation;

Mokas:

10
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This reflects the contacts that have been invited to speak / lecture at the
function.

The Association to that Contact will also show the following:
*  Venue
e Room
e« Seminar / Lecture Topic

¢ Travel & Accommodation Arrangements — Travel & Accommodation Tab

o Flights

o0 Car Hire

o0 Other

o Venue

o Room No

o Room Type (Single, Double, Family, Paraplegic, Sharing etc)
o0 Dietary Requirements

0 Other Requirements (sea facing etc)

The standard Contacts folder can be used to store details of Lecturers and
Speakers.

3.1.6 Costing

FE - Event Cost =1l
¢ Ble Edit Mew Inset Toos  fefons  bel
HE= ETY L ol A WS B A U s VIR l
Evernt: | Cost Types | ﬂ
iZost Descripion: | Shatus: | - |
Suppliss: | ﬂ Crger Dizhet
Suppier Contack: | ai| P Momber: |
Trb=rmal Conbacks | ﬂ Trvoice Number; |
Cost Centres | j
Cost Details
Curercy: I—Ll Cancellation Drtails
Budgeted Cost | | 0.0 Cancelation Date: |§— j
Aozl Cast: I_ oo Deposk Dug Date Cancelation Fae: I_ I oo
oot — 2 [F] - I —
Additicnal Papment: I_ 0.0
Amourk Peid: |_ 0.00 OfB Due Date
Cutstanding Balance: | | 0.00 |;— j

The costs incurred are tracked for the function, namely:

11
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3.1.7

3.1.8

e Cost Description
e Cost Type
e  Status
«  Vendor/Supplier and Contact Details
¢ Internal Contact
e Cost Centre/Cost Code
e Order Date
¢ P/O Number
* Invoice Number
*  Cost Details

o Currency
Budgeted Cost
Actual Cost

O O O

Amount Paid (auto calculated ? - Deposit + Additional Payment)

o

Amount Due (automatically calculated)
o0 Refund

0 Deposit

0 Additional Payment

o Cancellation Cost

o Days for Reminder

0 Cancellation Due Date

A facility for budgeting will eventually be included to compare actual figures
against budget. Various reports by client and function will be available. The cost
per attendee will be calculated.

Response/Attendance Tracking

This facility records a client's attendance history which will reflect, function,
acceptance (yes/no) and his attendance or where he has sent a colleague as a
substitute.

Tasks

Tasks can be linked to an event and assigned to internal staff members
responsible for carrying out the task. This is handled via the standard Outlook
Task functionality but with links to the Event.

12
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3.1.9

3.1.10

E-Mail

All outbound and incoming e-mail will be linked to both the respective
Companies/Contacts as well as the Event.

Documents

Documents of any type (Word, Excel, PowerPoint, etc.) can be linked to a
Event for Itineraries, Maps, etc. This will also allow for Document templates to
be sent to groups of contacts at a certain status, e.g reminder letters, etc.

4 Campaign Management

The Campaign Management Module sets out the objectives of a marketing campaign such as a
series of advertisements and tracks the progress and results of the campaign in terms of
responses received, sales made, etc.

4.1

Campaign Details

There are many details associated with a campaign, starting with the Campaign Details

Form:

41.1

4.1.2

Campaign Details

FE Lintitled - Campaign
i Ele Edit Wew Insert Formst  Tods  Ackions  Help
{ il Sovebnd Chose I | 3 0 Y B G8-e - - |

Genaral Surmary Mail Meroe

Carrpaian Marma: |

Diescription: Location..

Farily! [ JR = A ET" b
Typs: | EndDze EI'" -
Product Codef[Ds | = Launch bet=: - {1 -

Product Descriptan: |

Nob=s | campanies | Contacts | Users | Costs | Appointments | Taske | Joumals | Documente | E-ai | opporturities | Events | Campaigs

Summary

The Summary Tab summarises the number of Companies and Contacts
targeted for each campaign as well as the number of Opportunity Leads
received.

13
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4.1.3

FE Untitled - Campaign

14

i Fle Edit  Yew Insert Format  Tods  Actions  Help
3 [ save pnd Chose Y ) [ 0| ® 2 5 G| e o 1B
T
General || Summary ] Mail Mzroe |
Camgaion: |
Mo, Targeted  Status Statuis Coont
Companies: | o | ,l | o
Contacts: i j i
Mo, L=ads Status Status Coonk
CIpportunities: | 1 j | i

*  No. Companies Targeted
* No. Contacts Targeted

e No. Leads

Costs

The costs incurred are tracked for the campaign, namely:

FE - Campaign Cost
¢ Ele  Edit

Wew Inserk Toos  Adons  Help
P savepnd s Y | L T O O AR - -

!

Campagn: |

iZost Descriphon: “

Suppliss: | ﬂ

Supplier Contack: | ai|

Trb=rmial Conbacks | ﬂ

Cost Centres | j
Cost Details

Curercy: I—;|

Budgeted Cost | | oo

Toeal Cost: I_ oo Depasic Dus Date
Diposk: |_ o [T B
Additional Papment: I_ T om

Amourk Peid: I_Iiutu Cj8 Due Date
Cutstanding Balance: | Iigm |;— j

Cost Types

Skatus:

Crder Dizbst

P M_mber:

Trvoice Number;

Cancellation Details
Cancelation Date:

Cancelation Fae:

= =l
T
e

14




MX-Contact for Marketing Overview 15

41.4

4.1.5

4.1.6

4.1.7

4.1.8

4.1.9

e Order Date

¢ Vendor/Supplier
« Type

e Amount

¢ P/O Number

e User

. Cost Centre/Cost Code

Associated Campaigns

One campaign can be linked to other associated or sub-campaigns.

Associated Events

Any campaign can be linked to an Event that is being scheduled as part of the
Event Management Module.

Documents

A dropdown of available templates will be available from which any appropriate
document may be created.

Documents may also be used to link any kind of attachment (Excel
Spreadsheet, PowerPoint presentations, images, etc.) that are associated with
the Campaign.

A Media Plan may be detailed in an attached Word document or Excel
spreadsheet.

Associated Companies

The Associated Companies tab allows one to link any number of companies
that are associated with this campaign in some way.

Associated Contacts

The Associated Contacts tab shows the contacts that are linked to the
campaign. A facility exists to select a Group of Contacts as defined by a view
that are then all linked to the campaign automatically in one operation, as
opposed to selecting each contact individually.

Associated Users/Teams

The Associated Users tab shows the internal contacts (users and/or
teams/departments) that are involved with this campaign.

15
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4.1.10

41.11

4.1.12

4.1.13

4.1.14

4.1.15

5 Surveys

Journals

The “Journals” tab will allow anyone to input a “history” record of the status of
the Campaign and to make notes of unusual occurrences during a particular
campaign. Journals are also used to record responses from individual Contacts
when linked to a contact as well as to the campaign.

Tasks

Tasks can be linked to a Job and assigned to internal staff members
responsible for carrying out the task. This is handled via the standard Outlook
Task functionality but with links to the Campaign.

E-Mail

All outbound and incoming e-mail will be linked to both the respective
Companies/Contacts as well as the Campaign.

Opportunities

Any opportunity that arises as a result of the campaign is linked to this
campaign.

Orders

Any sales/orders that are generated as a result of the campaign are linked to
this campaign.

Return on Investment Analysis
An ROI screen shows the cost vs results position of the campaign:
e Total Costs
e  Value of Sales
e Cost per Order
e Total Revenue

e Cost per Revenue Unit

The Surveys Feature of MX-Contact allows you to define templates of standard questions that
need to be asked during a survey. So if a Customer Satisfaction Survey is conducted then the
appropriate questions are mapped out in a sequence.

Surveys can also be used to gather information about a company or contact. The responses
given by the client can then automatically update the relevant database fields for that company or

contact.
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5.1 Survey Templates
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A folder exists in which the template of questions that relate to a survey can be defined.
Some typical survey templates are provided as standard within MX-Contact.
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Each question that forms part of a particular survey is created as an

folder:

individual item in the
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5.2

#® Survey 00001 - Survey Templale
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SuDed:
Folder:
Template:
Sectian:
Sub-Sackion:
Cahagary:
Sub-Cateqory:

Cuestion:

Response:

Abo Update Fisld:
Field Marme bo Updake:

Survey DOO0L

[
=

MName of pickist to use:

{IF resporsa = Combo Box than ences the nama of the piddist thak
contans He combo bos waluss)

Company Surveys

A tab exists on the Company Form called Survey:
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When a survey is to be conducted the relevant survey is selected from the dropdown list,
and the date of the survey recorded. Clicking on Generate then creates the set of
questions from the Survey Template but linked specifically to that company.
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As each question is asked (and answered), the response is keyed into the Notes section
of the Survey form. As mentioned previously if the response related to a database field
then this field can be updated automatically from the response entered.

= Company Profile Survey - Company Survey
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